DOCUHENT BESODHE

ED 140 187 cG 011 794

AUTHOR Gysbers, Norman C.

TITLE Developing Effective Public Relations. Coordinator's
Guide.

INSTITUTICH American Institutes for Research in the Behavioral

Sciences, Palo Alto, Calif.; National Consortium on
Competency-Based Staff Development.

SPCHNS AGENCY Office of Education (DHEW), Washington, D.C.

FUOB TATE Dec 76

NOTE Zz1p.; For participant’s Wcrkbook, see CG 011 795
EDRS PRICE MF-$0.823 Plus Postage. HC Not Available from EDRS.

DESCRIETORS Coordinators; *Counselor Training; *Guidance
: Perscnnel; Learning Hodules; Mass Media; Performance
Based Education; *Professional Training; *Progran
Development; *Public Relations; *Staff Improvement;
WHork shops ’

ABSTRACT ;

This Coordinator's Guide accompanies- the module
Developing Effective Fublic Relations. It defines the coordinator's
role from four aspects: setting the tone, setting the pace,
facilitating the discussion, and evaluating. Suggestions for
preparing and presenting the workshop are offered. The actual text is
in the accompanying module, but the coordinator is given suggdested
timings and specific directions for carrying out each activity.
Activities help participants to understand public relations; become
fapiliar with public relations resources; plan and give public
relaticns presentations; and develop their own public relations
plans. The Hcrkshgp is intended to help counselors and relatced
personnel acquire knowledge and skills in planning and carrying out
public relations activities. (Author/BP)

Dgcuments acgu;red by ERIC 1nc1uﬂe many ;nfc:mal ungubl;sh%d *
materials not available from other sources. ERIC makes every effort *
to obtain the best copy available. Nevertheless, items of marginal *
reproducitility are often encountered and this affects the quality =
of the micrcfiche and hardcopy reproductions ERIC makes available *
via the ERIC Document Reproduction Service (EDRS). EDRS is not *
responsible for the quality of the original document. Reproductions *
supplied by EDRS are the best that can be made from the original. *
okt ok ok sk ko S kg etk ok ok R R o R R et ool ok dolol ool Yol kR Sk Rk ok

%ﬁ-%‘#*‘%%ﬁ%




CooRDINATOR'S GUIDE

Public Relations

Morman C.Gysbers

2

Developing Effective

Us DEFARTMENT OF HEALTH:
EQUCATION EWELFARE
HATIONAL INSTITUTE OF

EDUCATION

THIS DOCUMENMT HAS BEEN REPRO-
BUCED EXACTLY A5 RECEIVED FROM
THE PERSOM OF ORGANIZATION ORIGIN-
ATING IT POINTS OF VIEW OR OPINIONS
STATED DO HOT NECESSARILY REPRE-
SENTOFFICIAL NATIONAL IMSTITUTE OF
EDUCATION POSITION OR POLICY

Aruitoxt provided by Eic:




COORDINATOR'S GUIDE

DEVELOPING EFFECTIVE PUBLIC RELATIONS

Developed by the National Consortium on Competency-Based Staff Development,
in cooperation with the American Institutes for Research, under support by
the United States Office of Education, Department of Health, Education, and
Welfare under Part C of the Vocatiomal Education Act of 1963.

3 Decemher 1976




O

ERIC

Aruitoxt provided by Eic:

FABLE GF CONUENTE

Coordinator’s Role ——=-s——omm e e e e e

Specific Coordinator Functiong —-—————==——— TTTTTTTTTTTTT

Introduction ——————e—————- ToTTTTET T B

Activity
Activity
Activity

Activity

1

2

3

Understanding Public Relations ~————————————e————————m
Public Relations Resources in Your Community =—-—-—--——--—
Planning Public Relations Presentations ———————————===

Giving Public Relations Presentations ———==——————c—=--

44
(=]

Developing Your Public Relations Plan ————v-—r——emm———-

4

11
14



O

ERIC

Aruitoxt provided by Eic:

Coordinator's Role

Your role as coordinator is crucial. It may be thought of in four

categories.

Set the right mood. Don't make things deadly and boring. Inject
humor into the activities and discussions, let people joke around and have

fun. TPeople should be relaxed, but alert, interasted and motivated.

s

Set the Pace e

Maintain the right pace. If things bog down ask some leading ques-
tions, get a lively discussion going. Some sections can be summarized
orally to speed things, and this can be planned:ahead_ If things are
going too fast and people are getting lost, slow it down, let them ask
questions, spend time orally covering the points. Keep the flow smooth
at junctures in the module - winding up one activity with-a satisfying
resolution and easing participants into the next. Take breaks as you
sense they are needed. Be flexible in structuring activitiész adapting
te individuals and situations as needed. Regard times as listed in the

Time Cutline as flexible.

Facilitate

Encourage discussion and interaction from the participants. Bring
out the shy people; don't let the aggressive ones dominate. Seek out
questions and uneasiness, get them into the open, talk them over,
especially at the beginning. Watch facial expressions and body languagei
Bz a trouble shooter. Spot problems and work them out. In short, act as

a guide through the module, but try not to get in the way.

Evaluate
Make sure participants are headed in the right direction; nudge then

that way when they're not. Judge whether the participants adequately

(o)
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perforn the five activities of the mddule. Keep a record of how each

participant does on the appropriate record sheets., In genzral, maintain

the

quality level of the workshop.

b

pecific Coordinator Funections

Prior to the Workshop

1.

Study the module thoroughly ahead of time. Be familiar with the
participant materials and the Coordinator's Guide. It is recommended
that you go through the module as a participant first before you lead

a group.

Make sure all needed materials are present for the workshop. Check

on the availability of such things as name tags, extra paper, news-
print, chalkboards and the Worksheets used in several of the activities.
Make sure that the room arraﬁgéménts are appropriate. Since many
activities are done in small groups, the best arrangement is tables

with feur to six chairs per table.

At_the Workshop

1.

L

Introduce yourself to the participants and them to each other.
Briefly describe your background and the role you will play in the

modula,

‘Establish time limits (lunch, when the day ends) and schedule for the

day, and do your best to stick to them. .

Follow the instructions in this guide for the following:

a. Introduction - Orientation, Module Goal and Objectives, Time
Qutline

- Understanding Public Relations

o

Activity

[y
i

Activity Public Relations Resources in your Community

M

— Planning Public Relations Presentations

| SV 5]

Activity

- Giving Public Relations Presentations

[

Activity

W

- Developing your Public Relations Plan

i

Activity

Module Wrap Up

o

I
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Introduction
(1/4 Hour)

Qtiaﬂza§i§g,and H@ﬂul;,G@Ql and Objectives

1. Have participants read the sections on Module Orientation and Module
Goal and Objectives.
2. Explain this module is designad to help them develop effective public

relations skills and relate these ¢kills to their guldance program.

[N

Review with the participants each of the five module objectives.

Time Outline

1. Review with the participants the time outline.

2. Tell the participants they will be actively involved in five sessions.
Each session begins with an activity relating to building effective
public relations. The five activities will require the participants
to discuss, review, plan and present} in other words, to be active.

In all cases text material is presented to assist the Participamts'in
carrying out their tasks.

3. Tell the participants that the Appendix contains many public relations

{deas which may be useful to them during the workshop.

Aztiviﬁy 1
Understanding Public Relations
(1 Hour)

Objective

Participants will be able to state the value of an effective public

relations componeant of a comprehensive guidance program.

;

1TpoOse

The purpose of this activity is to provide the patticipants with an
opportunity to become more aware of the meaning and importance of public

relations for their guidarce progranm.

Instructions
1. Group the participants by three's.

2. Explain the objective and purpose of Activity 1.

53,—
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3. Have them use the discussion questions provided oa page 4 to discuss
the meaning and importance of public relations activities for their
guldance program. The discussion questions are:

a. As you think about your own work setting, how would you describe
the public relations component of your guildance pragram?

b. How would you catagorize and describe the various publics in your

community?

c. Three reasons were given in the text for conducting public
relations activities: providing accurate informatien, gaining
public support and creating staff morale. Do you feel these

easons are applicable in your setting? What other reasons do

H

you feel are important frem your perspective?

Achievement

Each participant will be able to write a péragraph whieh describes
at least two of the following advantégés to be gained by an effective
public relations component :

a. gain public support

b. develop staff morale

c. present accurate information

Activity 2
Public Relations Resources in Your Community
(1 % Hours)

Particlpants will be able to spacify and describéﬁﬁublic relations

resources avallable in thedir community.

Purpose
Tho purpose of this actlvity is to provide the participants with the

epportunlcey to Ideatlfy public relations Tesources avallable in tha

=munlty and desceribe hew they could be used in their guidance programs'

ablle reiacions actlvities.
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Instructions

1.

3.

Have the participants remain in the same small groups thay were in for
Activity 1.

Explain the objective and purpose of Activity 2.

Have them review and discuss, using Worksheet 1, the public relations
resources described on pages 12-22 of the maduié. Go over Worksheat

1 with them first so they understand that the category Available

means in their community and the category Usable means it is a resource
they actually could use. The Comments section is there If they wish
to make a special notation about any of the resources. Remember, all
Worksheets are to be handed out ahead of time and used so the
participants should not write in the module. Alsoc,; explain to them
that although they are working in a small group, each participant is

to fill out Worksheet 1 as it applies to his or her community.

Achievement

Each participant will be able to list and describe his or her

intended use of five resources. Each statement should contailn at least

one example of how the resource could be used effectively. Use Worksheet

2 for this purpose.



Worlkshaet 1

Resource Available Jjsable Comments

Yes WNo Yas HNo

1. Advertising — —

2. Billboards _ _ . —

3, Bulletin boards o _ .

4, Bumper stickers ]

5, Cartoons -

6. Direct mail _ . _

7. Displays . _

8. Handbooks _ 7 . . -

9., Leaflets _ 7 . o
10, Mottos & slogans - —
11. Newspapers ) .
12. Reprints ) } I
13. Special publications _ . I
14, Annovuncements 7 _ _ _ ,
15, Proclamations _ o —
16. Speaker's bureau B ) o ,4;
17. Special programs & _ —

weeks
18. Speeches —_— — __
19. Telephomne — _ —_—
20. Tape recordings _ —
21, Filmstrips & slide i _ _ _
tapes

22. Motion pictures -
23. Photographs . _ - -
24, Posters 3 _ . i, i,
25. Radio _ _
26, Slides — —

27. Television




Workesheet 2

Resource Intended Use

ll

3i

11




O

ERIC

Aruitoxt provided by Eic:

Activity 3
Planning Public Relations Presentations
(1. Hour)

Objective

Participants will be able to plan a public relations presentation
which introduces an audience to a new or improved component of a compre-

hensive guidance program.

M

Purpose
The purpose of Activity 3 is to provide the participants with the

skill to plan a public relations presentation.

Instructions
1. Group the participants into teams of from four Lo six members. Have
each team select a chairperson and a recorder.

2. Explain the objective and purpose of Activity 3.

L]

3. Have them select the component of the guidance program they are going

to present.

Presentations on pages 25-29 of the module.

5. Have them outline their presentation using Worksheet 3. In this cdse
only one worksheet will be filled out per team.
6. When the teams have completed their worksheets have them share them

with other teams for review and evaluation purposes.

Achievement

Each team will have their outline evaluated by the coordinator on
Coordinator Review Sheet 1. (See page 10 of this guide.) The outline
must show evidence of attention to the following three variables to be

dged acceptable.

Ju
1. adequate knowledge of intended audience.
2, logical organization of content.

3.

appropriate use of media and presentation methods.

.



‘Worksheet 3

Presentation Planning Worksheet

1. QudiEQQQVCdESQEibE the intended audience)

2. Pfgsentatiaﬁrﬂutligg (outline the content to be covered)

(describe media to be used and indicat=2
presentation methods chosen)

3. Media and ?rgsgﬁgatiﬂnrﬁeﬁhgd

I3
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Coordinator Review Sheet 1

Planning Public Relations Presentations

Team Members (list members of team)

1.

2.

3.

Checklist

The outline indicated:

adequate knowledge of intended audience*
logical organization of content

appropriate use of media and presentation methods

14
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yes

no




Activity 4 ,
Giving Public Relations Presentations

(1 Hour)

Objective

Participants will be able to give a public relations presentation
which introduces an audience to a new or ilmproved componant of a compre-

hensive guidance program.

skill to make a public relations presentation.

Instructions

1. Have the participants remain in the same groups they were in for

Activity 3.

]

Explain the objective and purpose of Activity 4.

the following way:

a. One team will present their program (15 minutes) and be ready to
.answer questions (15 minutes).

b. The other team will listen for 15 minutes and ask quastions for 15
minutes, They will then evaluate the presenting team using the
Program Presentation Rating Scale, which appears on page 31 of the

module. (A copy also is provided on page 13 of this guide.)

e

During the second 30 minute session the positions ‘of the two
teams will be reversed.

4, Have them review and discuss the text material titled Giving Presen-—

tations on pages 32-34 of the module.

Explain that the Program Presentation Rating Scale is filled out for

(%,

the team, not for individual team members and that the ratings are to

be shared with the presenting team for feedback purposes.
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content coverage
accuracy of material

language used ip Presentation
Program image projected

awareness of audience

the Rating Scale.

16
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Program Presentation Rating Scale

Directions: Listen carefully to the bPresentation and thep use this

Scale to rate the bpresenting team. Circie the ‘appropriate
number, Add additional comments in the snace Provided as
appropriate,
7C§ngaﬁ§
Organization of Presentation
lacks continuity 1 2 3 4 5 sequential

Content Coverage

L%

too le gthy 1 2 3 4 well chosen
Accuracy of material

substantiated

[
b

‘LWJ‘
Flu
n

obvious errors

Comments

Presentation. ' PR

Language used in Presentation

understandéble

L

techniecal 1 2 3 4
Program image prcjectéd

}distcrted/vague 1 2 3 4 5 positive
Avareness of audience

gensitive

L

ehlivious 1 2 3 4

Comments

17

= 13 -




Activity 5
Developing Your Public Relations Plan
(1% Hour)

Participants will be able to develop a public relations plan for one

guidance activity.

The purpose of this activity is to provide the participants with the
- opportunity of developing a public relations plan to initiate and carry

out one guidance activity when they return to their work setting.

Instructions

1. Have the participants get back together in the small groups they were
in for Activity 1,
2. Explain the objective and purpose of Actdvity 5.

3. Have them review and discuss the text material titled Developing a

Plan on pages 36-38 of the module. 7

4. Suggest to them that Ehey should go back over the text material on
public rglatians resources and the Appendix for ideas fér itheir public
relations plan. ) '

5. Have each participant develop his or her cwn plan. Have them refer
to the example presented in the text on pages 37-38 if they need hélp
in understanding how to develop a plan.

6. Allow time for the participants f:o share their plans with each other

in their small group.

Achievement

Each participant will develop and have judged by the coordinator on
Coordinator Review Sheet 2 a public relations plan for one guidance
activity. The achievement of this objective will require the laying out
of a Time/Task and Talent analysis which centains the following four
varlables to be judged acceptable.
1. specifiss the guidance activity.

2. defines the public relations tasks necessary to publicize the activity.

- 14 =




3. sets dates for completion of each public re

4. assigns responsibility for each task.

19
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Coordinator Review Sheet 2

Developing Your Public Relations Plan

Checklist

The public relations plan indicated:

1. guidance activity to be presented

2. public relations tasks necessary to carry out

guidance activity

3. dates for completion of tasks

4. responsibility for each public relations task

-~ 16 -

yes

no




Module Wrap Up

The goal of the brief Wrap up session is to provide an opportunity
for closure to the activities of the modules.
1. Briefly review the goal and objectives of the module.
2. Describe the coutents of the Appendix and the References section.
3. Have a brief open discussion on any questions about the module and

the participants' experience during the workshop.

21
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